
Updating PIMS with the latest Offense changes
(Legislative updates)

Note: You must be an admin user to do this. Please make sure that you have a current backup of
your database before doing the update. It’s best if everyone is out of PIMS (except for the one
doing the update) when you do this, but it isn’t critical.

1. Download the file from UPC’s web site and save the file to a location on your local hard
drive where you can find it again– http://www.upc.state.ut.us/upccms.htm

2. Go into PIMS and click on the Administration button.
3. Click on the Offense Table Import button
4. Click on the Browse button and find the file you downloaded in step 1 and click on Open.

It will show the path to the file in the box next to the Browse button.
5. Click on the Import button (it will be grayed out while it is running). Please note that it

can take a couple of minutes to run. Please do NOT close the window until you know it
has finished!

6. When it’s finished, you will get a message about how many records were read, inserted
and updated. At that point, you are done.

7. Please see the images below for a graphical illustration of the process.






